Office of Logistics in support of Agency activitie
in accordance with the mission assigned in
Files consisting of correspondence signed by the
Director of Logistics, surveys, charts, studies,
and reports pertaining to logistical planning;
requirements; procurement, distribution, and
accountability of Agency equipment and supplies;
transportation of equipment and supplies; real
estate and construction; and other support
services, including Agency mail and courier
service, telephone service, and printing and
reproduction, Used in policy and operating
determinations, and also in the general adminis-
tration of the Office of Logistics, Filed
acgording to Agency Subject File Manual. 1967 -
1969,

Top Secret Document Files

APpToved For Release 2001708129 : CIA- -00487A080200090001-5 3 (/@m0 02 2ORT1A
h -
RECORDS CONTROL SCHEDULE %ﬁﬁf 34-69-A S 7O vz
CONCURRENCE
QFFICE, DIVISION, BRANCH S1GNATURE i
Signed:
Office of Logistics, Executive Office; Records and Services TITLE 19 JUN 1969
Branch Director of Logistics

'NTg M (TITLE, DESCRIPTE(I)IIV_FSARIRZEI’:;;AIIEA;TG,AEIIV%NINCLUSIVE DATES) (c\zIJgIEgMIET.) DISPOSITION INSTRUCTIONS
“#» | Office Subject Gorrespondence Files = o

( Tiles which document the activities of the 11.0 |Disposal not authorized by this schedule¥,

Cut off at the end of each calendar year;
retain in current file area two years and25x1A
transfer to Records Center. !

*FXCEPTION: Files concerning adminis-
trative and housekeeping functions,
such as: personnel, training, travel,
space and services, budget and fiscal
matters, security and other similar
subjects, may, where possible, be
segregated by groups upon retirement
and mey be destroyed after two years
after the current year or expiration.

':@N. RO R

GROEP 1
Excledad from awtematic
fownsrading and

antaogifinadi.

9 Top Secret documents concerning Jlogistical 2.0 |Periodically review to downgrade, destroy or
“" | support activities for the Agency as reflected retire. Pertinent disposal item to be
in Item No, 8. TS documents are filed centrally applied to retained documents on an indivi-
in the Office bxcept as needed within the Divi- dual basis, or if material is integrated with
sions for working needs, Filed by Top Secret files of a lower classification for purposes
Number. 1946 - 1969, of continuity, clearance will be obtained
from the Area TSCO and the Area Records
Officer before retirement. -
CECLRET
orm NO. Approved For Release 2001/08/29 *CrA* \DP78-00487A000200090001-5
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ITEM NO.

Fl T|

SE

a. Drafts, memoranda comments and other material
pertinent to regulations of direct interest to the
Office of Logistics. Filed by regulation number,

Reég;ations Files

be Drafts, comments and memoranda regarding
proposed regulations of other Agency components.
1968 - 1969,

Top Secret Logs

a. Copies of Form 1225 "Top Secret Control
Record" recording all TS documents received or
originated in the Office of Logistics, Form 1225
contains signatures for documents within the
Office. Filed numerically, 1946 - 1969,

b. Copies of Form 1225 "Top Secret Control
Record! filed by sgbject. Serves as cross refer-
ence to a. above.

c. Copies of Form 238 recording ocuments
in and out of the O0ffice of Loglstics as required
by existing procedures. 1967 - 1969,

Document Control Files

Form No. 238 "Document Control Ticket" used as a
log to record the receipt, routing, control and
dispatch of incoming and outgoing correspondence
and dispatches of the Office of Logistics, Cross
referenced to filing point of documents.

a, Record copy (No, 1 copy) remains with
document until completed, dispatched or filed,
then returned to Registry. Filed by source.
1967 - 1969,

1.5

0.5

0.2

0.1

0.2

Re2

DISPOSITION INSTRUCT IONS

onas aotnn4

A Val Do
ROUUUZUUUIUUUT-0

No destruction authorized by this schedule.
May be retired to Records Center when regulatidn
rescinded, or when no longer required for
frequent reference.

Temporary. Destroy two years after publication
or subsequent redraft. ~

No disposal authorized by this schedule.
Records of documents which have been down-
graded or destroyed may be segregated and
retired to Records Center as no longer needed.

(G’R.S ;i%:— Item 6.3.3)' "1’:_2&.‘&' e st ,_[;~.4. .
Destroy if superseded by a change in
procedure.

L
Temporary. Cut off at end of each calendar

year; retain in current file area one year,
then destroy. S

v’ -

‘5"‘3‘) Lypa . wax éb..,:,-v ,wuujal»»d~ '

Lo &Lj' Cf:l,AA- G et ¥7)"' "'9 / 7> N
pd s N

Temporary., Cut off at the end “of each

calendar year; retein in current file area Jy
two years and retire to Records Center, Destr
two years thereafter. (GRS 12 - Item 6b.a.)
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ITEM NO.

.
(Y

)

F 1 iApproaredrFof Réjease 2001/08/29 ; gw A_éﬁﬁ-r

Forms Filés

a, Files containing copies of Requests for
Approval of Forms, samples, memoranda and other
material relating to forms of interest to OL.
Filed by Form Number. 1954 - 1969.

Records Disposal Records

Copies of Records Schedules and inventories,
retirement requests, destruction certificates of
records of the Office of Logistics, Filed
chronologically and by division thereunder. 1948
1969,

Reference Material

Agency and Office regulatory issuamces,
publications, pamphlets and procedures used for
reference and research.

Sk

DISP S ITION INSTRUCTIONS
U

O0200086

3.0

8,0

CRET

D

P
ArATFATivivR LVIVIVN Eoe)

Temporary. Destroy previous orders when re-
orders are processed or destroy when related
form is discontinued or superseded. (GRS 16 -
Iten 9).

Disposal not authorized by this schedule.
Retire to Records Center when inactive.
t6RS-16-~ Ttem 3)e B

Temporary, Destroy when superseded or no
longer needed. PR

FORM NO. Isga UsSE PREVIOUS
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Approved For Release 2001/08/29/"CIA-RDP78- J090001-3
RECORDS CONTROL SCHEDULE SECRE ] 34-69-A
OFFICE, DIVISION, BRANCH SIGNATURE
Signed:
Office of Logistics, Executive Office, Budget and Fiscal TITLE °AT9°9 JUN 1959
Branch ' AS—Director of Logistics
[%
|r;rg: M (TITLE, DESCRIPT;CI'I'\;FSARIIZE)IIEII\CI:;A:I:;IJ;,AEIIV%NINCLUSIVE DATES) (c\zljglngFEr. ) DISPOSITION INSTRUCTIONS
23. | General Subject Files
Routine correspondence files pertaining to 3.0 |Temporary. OCut off at end of Fiscal year;
expenditure accounting and internal @eration and retain two years then destroy. R
administration, FY 1967 - 1969, T
R4o | Detailed Allotment Account Records
as Forms, vouchers, travel orders s memoranda, 905 |Temporary. OCut off at end of Fiscal Yyear;
miscellaneous obligation records » burchase orders, retain in current file area two years and
requisitions or other documents used as obligating retire to Records Center, Destroy two years
instruments and posted to vouchered and unvouchered after cretirement. (GRS 7 - Item lbegs) |
allotment accounts of the Office of Logistics,
Filed by allotment account, FY 1967 - 1969,
b. Posting Ledgers, control and balancing 267 -
factor to a., above,
25, |IBM Tabulations
Status of PRA, Status of Allotments and Property 15.5 [Temporary, Cut off at end of fiscal years;
Authorizations (by allotment number), Expenditures retain in current file area two years and
by Sub-Object Class, Overtime Report (Vouchered destroy. e
Funds), Property Issues and Obligation Status
Reports. Fiscal Year 1967 - 1969,
26, | Budget Submissions
Working copy of final budget submission for 0.5 [emporary, May be destroyed when no longer
Office of Logistics, Filed by Fiscal Year. needed for working reference, Fog. I
FY 1968 - FY 1970, )
SROP 1
Excladzd from astomaile
downgrading asd
tetiassification
FORM NO. |aq use previous  Approved For Release 2001/08/29 : mS—EE 487A000200090001-5 an
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AR 74£00487A00020009000§E65 I TI1ON INSTRUCT 1ONS

APPTOvVeOTOT T

ITEM NO. FALES IDEN_]'L.EIC)EI?N

SECRET

27, | Chrono File

Copies of memoranda, reports, and studies pre- 0.2 |Temporary. Cut off at the end of the Fiscal
pared by the Branch, Filed chronologically, year, Retain one year and destroy, A R
FY 1967 - 1969,
28, | Reference Material
Copies of reports, studies, memoranda, Agency | 6.5 |[Temporary, Destroy as superseded or no

and Office Regulatory Issuances, circulars » longer needed. o
pamphlets, publications and working material used
for reference and research,

SEGRET
FORM NO. '393 USE PREVIOUS
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Approved For Release 2001708729 : CIA-RDP78-00487A060200090001-5
' RECORDS CONTROL SCHEDULE SECRET 34-69-A
: CONCURRENCE
OFFlCE. DIVISION, BRANCH 5|GNATU§§. ned'
Office of Logistics, Contract Review Board gnec:
TITLE DATE
Director of Logistics 19 JUN 1969
'NTOE M (TITLE, DESCRIPT‘;(I)II\;FSARIREEIIELA:IEIJI(‘:.AEIIV(I))NINCLUSIVE DATES) (c\évg&nggT.) DISPOSITION INSTRUCTIONS
29,| Subject Files

a. Files documenting the activities of the 1.0 Temporary. Cut off at the end of each
Contract Review Board in carrying out assigned fiscal year; retain for two years then
functions and the administration of the affairs destroy.
of the Board, 1967 - 1969.

b, Contract Review Board policy papers re 5 When no longer needed for immediate reference
establishment, mission, functions and organization, to be incorporated into the official files
1967 - 1969. of the Director of Logistics, Schedule No.

34~69-A, Item No. /6’., s?
30, | Special Studies
Background and all related papers used to conduct 1.0 Temporary., These studies are used for
special surveys and studies as requested by the reference and can be destroyed when no longer
Director of Logistics. needed, Official copies in D/L files.
31. | Agendas
Agendas of all cases to be placed before the Board 5 Temporary. Maintain a two year balance. -
for action., Filed chronologically. 1967 - 1969. Destroy the rest. The decisions of the
' Board are documented in items 32:and’33.
32, | Board Meeting Minutes
Detailed minutes of all transactions handled by o5 Temporary. Destroy when no longer needed ~
the Board. Filed chronologically. 1967 - 1969, for ready reference, Maintain a two year
balance, Pertinent facts also carried
forward per item 33.
2
SECRET
comm NO. Approved For Release 2001/08/29 : CIA-RDP78-00487A000200090001-5 (an)

1 JAN 56
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Memo for the Hecord

Talked to bout her schedule
3L=69A Items Ta JSlie ohe and of
the Contract Review tbard indicated that the
record of Board Activities is incorporated
in the Director's files. These files (29-3L)
ares maintained as referance files for the “oard,

e
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Approved For Release 2001/08R PP78-00487AYH -
. RECORDS CONTROL SCHEDULE BE GRERpr7e-00f 040880801-5
) ) Y 25X7A
oF: \CE. DIVISION, BRANCH S1GNATU 7
Office of Logistice, Office of the Director TiTLE
,fZ»\mBE.@IOR OF LOGISTICS
'NToE M (TITLE, DESCRIPT';(;II;FSARL?EIEIEE;A;I“:.ALIIV%NINCLUSIVE DATES) (c\zIJgI;gMIET. ) DISPOSITION INSTRUCTIONS
1. Suspense - Chrono Files
Green copies of memoranda and documents signed 0.2 Temporary. Cut off each three months,
or approved by the Director of Logistics, held in Retain six months and destroy.
suspense until final approval. (Not official
files). Filed chromologically. 1960
FaW il ol o ® e wl
TS0 TR Approved For Release 2001/0835- “ThRbP78.00487A000200090001-5 (an
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SENDER. WILL CHECK CLASSIFICATION TOP AND BOTTOM

[ UNCLASSIFIED | [ CONFIDENTIAL | | SECRET

OFFICIAL ROUTING SLIP

TO NAME AND ADDRESS [ DATE INITIALS

Y Crerida Etnlip

2 Aty 'gazc/oé

5

6
ACTION DIRECT REPLY PREPARE REPLY
APPROVAL DISPATCH RECOMMENDATION
COMMENT FILE RETURN
CONCURRENCE INFORMATION SIGNATURE

Remarks: ,r ey W e Ol

ﬁm S awdl

atan fﬁ,c/{wxv

- L
S! J{m"&j @/‘7/ /VVL—W‘A ,/;Wba—&\/l——c&/

FOLD HERE TO RETURN TO SENDER

FROM: NAME, ADDRESS AND PHONE NO. DATE

Approved For

O’a// Vil 0?5442 ﬁ% > P il 7

.......

FORM NO.

AN NG, 237

Use prevmus editions

STATINTL



b

B A d For Rel 2001/ - -
VL el S SR 00FBTRA00gg001-5

CONCURRENCE

R

OFrLE, DIVISION, BRANCH

Office of Logistics, Administrative Staff

S1GNATURE

DATE

T'"5IRECTOR OF LOGISTICS

ITEM

FILES IDENTIFICATION

VOLUME

DISPOSITION INSTRUCTIONS

subJect, to whom assigned for evaluation, ete.

NO. (TITLE, DESCRIPTION, ARRANGEMENT, AND INCLUSIVE DATES) (CUBIC FT.)
2. | Regulations Files

a. Drafts, memoranda comments and other 2.0 No destruction authorized by this
materisl pertinent to regulations of direct schedule. May be retired to Records
interest to the Office of Logistics. Filed by Center when regulation rescinded, or
regulation number. 1953 - 1960, (These files when no longer required for frequent
are filed separately for convenience, but are reference.
considered a part of the correspondence files of
the Director of Logistics. BException: See Item
9 - Schedule 34-60-M)

b. Drafts, comments and memoranda regarding 0.5 Temporary. Destroy two years after
proposed regulations of other Agency components. publication or subsequent redraft.
1957 - 1960. -

3. | Correspondence Files

Extra copies of studies, surveys, memoranda, 0.1 Temporary. Destroy three months after
reports and related material concerning adminis- end of each year.
trative matters of the Office. 1959 - 1960.

L. | Space, Parking Files

Memoranda, charts, drawings, etc., using as 0.5 Temporary. Destroy after three months.
working files in assignment of space and parking
for the Office. 1960.

5. | Employees' Suggestions

a. Copies of comments, memoranda, etc. 0.5 Temporary. Cut off at the end of each
regasrding emphoyees' suggestion. Filed by year. Retain two years and destroy.
suggestion number. 1957 - 1960.

b. Log of employees' suggestions received, 0.1 Temporary. Cut off at the end of each

year. Retain two years and destror

FORM NO.
1 JAN 58
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|39 EDITIONS.
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ITEM NO.
) ) |
.7  Reference Material j )
60 '
Agency and Office regulatory issuances, 2.0 Temporary. Destroy when superseded or
publications, etc. used for reference and research. no longer needed.
Ty e
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Approved For Release 2001/l DP78-00.
RECORDS CONTROL SCHEDULE gECﬁETR 34-60-A
) 3 % CONCURRENGE )
OFPIEE. DIVISION, BRANCH ) v é_;_’G%TPRE v
Office of Logistics, Office of the Director, Administrative
i B h ITLE DATE
Staff, Records and Services Branc DIRECTOR OF LCGISTICS

support activities for the Agency as reflected
in Item No. 7. TS documents are filed centrally
in the Office except as needed within the Divi-
sions for working needs. Filed by Top Secret
Mumber. 1946 - 1960.

T

IJOE.M (TITLE, DESCRIPTI;OIII;FSARIR%EI';H;\}{ALIV%NINCLUSIVE DATES) (cYng;gMIET. ) DISPOSITION INSTRUCTIONS
T. | Office Subject Correspondence Files

Files which document the activities of the 8.0 | Disposel not authorized by this schedule*.
Office of Logistics in support of Agency activ- Cut off at the end of each calendar year;
ities in with the mission assigned in retain in current file area two years and
Regulation Consisting of correspondence transfer to Records Center.
signed by the Director of Logistics, surveys,
charts, studies, and reports pertaining to * EXCEPTION: Files concerning adminis-
logistical planning; requirements; procurement, . trative and housekeeping functions,
distribution, and accountebility of Agency such as: personnel, training, travel,
equipment and supplies; transportation of space and services, budget and fiscal
personnel, equipment and supplies; real estate matters, security and other similar
and construction; and other support services, subJects, may, where possible, be
including Agency mail and courier service, segregated by groups upon retirement
telephone service, and printing and reproduction. and may be destroyed after 2 years
Used in policy and operating determinations, and after the current year or expiration.
also in the general administration of the Office
of Logistics. Filed according to Agency Subject
File Manual. 1958 - 1960.

8. | Top Secret Document Files
Top Secret documents concerning logistical 3.0 | Periodieally review to downgrade, destroy

or retire. Pertinent disposal item to be
gpplied to retained documents on an
individual basis, or if material is
integrated with files of a lower classifica-
tion for purposes of continuity, clearance
will be obtained from the Area TSCO and the
Area Records Officer before retirement.

FORM NO.
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25X1A

ITEM NO. FABproved IForRelease 20013)5{”9%’;)% RDP?8-00487A00020009000428S ITION INSTRUCT IONS
¢ ) Project Administrative Plans Files ) §
Je Copies of project administrative plans and 0.5 Temporary. Destroy when project is
periodic reviews. Filed by Area and project terminated.
neme thereunder. 1952 - 1960.
10. | Top Secret and mg

a. Coples of old book logs, Form 35-1 and 0.6 No disposal authorized by this schedule.
current Form 1225 "Top Secret Control Record” Records of documents which have been
recording all TS documents received or originated downgraded or destroyed may be segregated
in the Office of Logistics. Form 1225 contains and retired to Records Center as no longer
signatures for documents within the Office. needed. (GRS 12 - Item 6.a.)

Filed mmerically. 1946 - 1960.

b. Copies of Form 1225 "Top Secret Control 0.1 Destroy if superseded by a change in
Record" filed by subject. Serves as cross procedure.
reference to a. above.

c. Copies of old log books and Form 238 0.6 No disposal authorized by this schedule.
recording documents in and out of the Cut off at end of each calendar year;
Office of Log cs as required by existing retain in current file area one year and
procedures. 1954 - 1960 retire to Records Center.

11. Document Control Files

Form No. 238 "Document Control Ticket" used as L.9
a log to record the receipt, routing, control and
dispatch of incoming and outgoing correspondence
and dispatches of the Office of Logistics.

Cross referenced to filing point of documents.

a. Record copy (No 1 copy) remains with Temporary. Cut off at the end of each
document until completed, dispatched or filed, calendar year; retdain in current file area
then returned to Registry. Filed by source. 2 years and retire to Records Center.
1958 - 1960. 163estroy 2 years thereafter. (GRS 12 - Item

.a.)

b. Suspense copy (No 2 copy) filed by source Destroy upon receipt of No. 1 copy.

until replaced by No. 1 completed copy. Current
NEARR Iy )
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OPTIONAL FORM NO. 10

Aspjproved For Release 2001/08/29 CIA-RDP78-00487A000200090001-§
UNITED ATES GOVERN®IENT - * aud

Memorandum
TO © CIA Records Administration Officer DATE: * * APR 1963
FROM  © Director of Logistics

SUBJECT: Addition to Records Control Schedule 34-60-A

1. The activation of a Loglstics Signal Center has
generated additional records in the Records & Services Branch,
Administrative Staff, Office of Logistics. To provide for ap-
propriate retention periods and disposltion, it is requested
that items 12 and 13 be amended as shown in the attached coples
of Form No. 139. If the revision is approved, the attached re-

vised copies of the Form No. 139 mey be inserted in place of the

present pages.

2. If additional information 1ls required, please contact

/wq, JAMES A. GARRISON 1
7

Attachment:
Form No. 139 (4 copies)

Distribution:
Orig. & 1 - Addressee
1 - C/Records Center
1 - oL/AS (Officisl file)
1 - D/L Chrono

OL/AS/R&SB:-:mel (8 April 63)

Approved For Release 2001108429;;,{9IA?%?P%W?UHWAOOOZOOOQOOO1-5

25X1A



25X1A Approved For Release 2001/08/29 : CIA-RDP78-00487A000200090001-5

Approved For Release 2001/08/29 : CIA-RDP78-00487A000200090001-5



ITEM NO. A
‘.| Dispatch Files
16.
Official File copy of all outgoing dispatches
originated in the Office of Logistics. 1959 =
1960.
17. Forms Files
a. Files containing copies of Requests for
Approval of Forms, samples, memoranda and other
material relating to forms of interest to OL.
Filed by Form No. 1954 - 1960.
b. 3 x 5 Card used as cross reference to a.
above. Filed by Division primary interest. ,
18.| Records Disposal Records ,’\/
Copies of Reco Sc}:;edﬁles and ipveptbries,
retirement requests ‘struction ce icates
of records of the of Logistics. Filed
chronologically and Division tHereunder.
1948 - 1960. ’
19.| Reference Material

Agency and Office rex latory issuances,
publications, pamphlets and procedures used for

reference and research.

i

1.0

8.0

reo
o relﬁ
\ (8RS 16 - Tten 9.)

4837A000200090001sB0S 1 TION INSTRUCT |ONS

Temporary. Cut off at the end of calendar
year. Retain six months and retire to

Records Center. Destroy three years
thereafter.
Temporery. Destroy previous orders when

are processed or destroy when
rm is discontinued or superseded.

Temporary. Destroy as discontinued or
superseded.

Disposal not authorized by this schedule.
Retire to Records Center when inactive.
(GRS 16 - Ttem 3.) .

Temporary. Destroy when superseded or
no longer needed.

FORM NO.
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Approved For Release 2001/08/29 : CIA-RDP78-0

RECORDS CONTROL SCHEDULE

oI

48T:A000200090001-5
34-60-4

OFFICE.

DIVISION, BRANCH el e a

Office of Logistics,
Administrative Staff, Records & Services Branch

JAMES A. GARRISON

T 5““1 LAFR 10R3
Director of Logistics )

Nor. (TITLE, DESCRIPTION, ARRANGEMENT, AND INCLUSIVE DATES) (c\{;gﬁgM;Er.) DISFOSITION INSTRUCTIONS
¢. Cross reference copy (No. 3 copy) filed Temporary. Cut off at the end of each
numerically. 1958 - 1960. calendar year; retain in current file area
two years and retire to the Records Center;
destroy two years thereafter. (GRS 12 -
Ttem 6a).
12. 8. Foreign Field Cables
Office record copies of all incoming and out- 4.5 Temporary. Cut off at the end of the
going foreign field csbles relating to logistical calendar year; retain one year and destroy.
matters. Filed numerically by months. 1959 -
1960.
b. Domestic Cables
Office record copies of all incoming and out- k.o Temporary. Cut off at the end of six
going domestic cabﬁm monthe and retire to the Records Center;
and Logistics Head ers. . retain two years and destroy. (GRS 12 -
Item 3c(1)).
13. | Cable Logs
a. Log of incoming and outgoing foreign field 0.2 Temporary. Cut off at end of each calendar
cables, Form 763. Filed chronologically. 1957 - year; retain three years and destroy.
1960. (GRS 12 - Item 6a).
b. Log of incoming and outgoing domestic cableé, 3.1 Temporary. Cut off at the end of each
Form 763. Filed chronologically. 1963. calendar year; retain two years and destroy.
c. Copies of Form 238 used as suspense, control] 0.1 Temporary. Cut off at the end of the year;
and follow-up on "Action” cables and outgoing retain one year and destroy.
cables. Filed numerically.
= s

FORM NO.
1 JAN 56

USE PREVIOUS
I39 EDITIONS.
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ITEM NO.

1k,

15.

16.

17.

18.

Courier Mail Receipts

Copies of Form 240 and 240-A "Courier's Classi-
fied Mail Receipts” signed by couriers for the
pickup of material for delivery to addressees.
Filed chronclogically.

1959 - 1960.

Filed by code number and cross referenced
alphabetically.

Dispatch Files

Official File Copy of all outgoing dispatches
originated in the Office of Logisties. 1959 -

1960.
Forms Files

a. Files containing copies of Reguests for
Approval of Forms, samples, memoranda and other
material relating to forms of interest to CL.
Filed by form number. 1954 - 1960.

b. 3 x 5 card used as cross reference to a.
gbove., Filed by division of primary interest.

Records Disposal Records

Copies of Records Schedules and inventories,
retirement requests, destruction certificates
of records of the Office of Logistiecs. Filed
chronologically and by division thereunder.
1948 - 1960.

0.1

0.4

2.5

1.8

0.1

1.0

27A000200000084SBOS I TION INSTRUCT IONS

Temporary. Destroy after six months.

Temporary. Segregate cards upon cancel-
lation of names; retain five years and
destroy.

Temporary. Destroy upon cancellation of
names.
Temporary. Cut off at the end of calendar

year; retain six months and retire to
Records Center. Destroy three years there-
after.

Temporary. Destroy previous orders when re-
orders are processed or destroy when related
form is discontinued or superseded.

(GRs 16 - Item 9).

Temporary. Destroy as discontinued or
superseded.

Disposal not authorized by this schedule.
Retire to Records Center when inactive.
(GRS 16 - Ttem 3).
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10. Reference Material

Agency snd Office regulatory issuances, 8.0 |Temporary. Destroy when superseded or
publications, pamphlets and procedures used for no longer needed.
reference and research.
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DIVISION, BRANCH

Office of Logistics, Administrative Staff, Persomnel and
Training Branch

DIRECTO
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CONCURRENCE o 29X1A

DATE

R OF LCGisTics

ITEM
NO.

FILES IDENTIFICATION
(TITLE, DESCRIPTION, ARRANGEMENT, AND INCLUSIVE DATES)

VOLUME
(CUBIC FT.)

DISPOSITION INSTRUCTIONS

20. OL Career Management and Personnel Files
Files containing copies of memoranda, 13.5 Temporary. Review material older than two
biographic sketches, evaluations, career board years for destruction of routine material
actions, training requests and other documents and working notes. Transfer file to gain-
pertaining to Logistics service designees. Used ing office upon transfer out of Career
in career management and personnel administration Jurisdiction. Upon resignation forward
and for ready reference. Filed by individual's appropriate material to the Office of
name. Personnel and destroy the balance.
2l.| Service Record Card File
Standard Forms OF4-B, 7D "Employees Service 2.5
and Records Cards” and Flexoline Strips on all
OL personnel and career designees at headquarters
and in the field, showing employee's name, grade,
salary, position, career designation, transfers,
promotions, etc. Personnel actions are posted
to these cards:
a. Filed organizationally and by position Temporary. Destroy upon separation from
number thereunder. the Agency. Upon intra-agency transfer,
forward to the gaining Office. (GRS 1 -
Item 7)
b. Logistics career designees assigned Temporary. Same as a. above,
outside of the Office of Logistics. Filed by
name of individual.
¢. Flexoline strips for OL employees. Filed Destroy upon transfer or separation from
by name of individual and cross referenced to the Agency. (GRS 1 - Item 7.)
a. above.
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ITEM NO.
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f.
22,

23.

2k,

25.

26.

RDP784004

87A000200090004S50S | TION INSTRUCT IONS

AppFolVEd ForRelése 2001/08/29 : CIA-
g

T/0 Changes and Requests for Reclassificatic |

Tables of Organization and Changes thereto,
ceiling changes, studies, requests for reclassi-
fication of positions, and related material
reflecting the organization of the Office.

Filed by subject. 1958 - 1960.

Logistics Career Board Records

Minutes reflecting agenda, actions and
recommendations of Career Board Meetings and
Competitive Promotion Panel Meetings. 1957 -
1960,

Correspondence Files

a. Copies of letters, memoranda, reports,
working papers, etc. accumulated in adminis-
tration of OL personnel matters and of the
Branch functions. Filed by Agency sgbject
filing system. 1957 - 1960.

b. Copies of material prepared in the Branch.
Filed chronologically.

Career Correspondence Files

Memoranda, reports, T/0's and other material
relating to establishment of Logistics positions
and assigmnment of Logistics personnel in other
elements of the Agency. Filed by organizational

component. 1957 - 1960.

Position Descriptions

Copies of approved position descriptions.
Filed by organizational component in books.

o

§d L

ECRL

2.2

0.1

5.0

0.2

0.8

1.5

RET

No destruction authorized. Material to be
incorporated with and retired in conjunction
with subject files of the Director of
Logistics.

No destruction authorized. Material to be
incorporated with and retired in conjunction
with subjeet files of the Director of
Logistics.

Temporary. Cut off files at end of 2 year
period; retain in current file area 1 year;
retire to Records Center for 2 additional
years. (GRS 1 - Item k.)

Temporary. Cut off at the end of the
current year; retain one year and destroy.

Temporary. Cut off files at end of year,
retain in current file area 2 years and
retire to Records Center. Destroy four
years after retirement. (GRS 1 - Item 4.)

Temporary. Destroy when position is
asbolished or description is superseded.
(GRS 1 - Item 8.)
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[ r.ZAQO.[lZODQS.DOM SBOSITION INSTRUCT IONS

. Training Files
270

a. Copies of correspondence, statistics, 1.2 Temporary. Destroy after two years,
training information used by the Training Officer except such material as needed in
in coordinating training requirements with OL developing training programs, which
Staffs and Divisions and with the Office of should be destroyed as superseded or
Training, in making reports and developing no longer needed.

internal training. Filed by Agency Subject
Filing System. 1957 - 1960.

b. Material concerning development of the 0.8 Temporary. Cut off at the end of the
Logistical Support Course and Test Evaluations, current year; retain one year and destroy.
(sent to main Personnel File)

28. Reference Material

Agency and Office regulatory issuances, 5.5 Temporary. Destroy when superseded or no
publications, position standards, training longer needed. Library material to be
catelogs, pamphlets and other working material. returned to Library.
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RECORDS CONTROL SCHEDULE Qg- (i‘E é‘
i | kel CONCURRENCE

OFFICE.

DIVISION, BRANCH

Branch

Office of Logistics, Administrative Staff, Budget and Fiscal

SIGNATURE

TITLE

DATE
Director of Logistics

ment account of additional compensation and
leave used. FY 1958 - 1961.

VOLUME
IJOEM (TITLE, DESCRIPT‘;OIII;,ESAR]R%':E;A}TSAEIIV%NINCLUSIVE DATES) (CUBIC FT.) DISPOSITION INSTRUCTIONS
29, Allotment Account Files
a. Forms 234, 716, 288A and 1058, monthly 2.0 | Temporary. Cut off at the end of each Fiscal
status of funds and advice of allotments for Year; retain two years and destroy. (GRS 7 ~
Office of Logistics accounts. Filed by allotment Item 4.)
account number. FY 1958 - 1961.
b. Memoranda, reports, etec., pertaining to
a. above.
30. IBM Tabulations
Status of Allotment and Cost Limitation 2.0 | Temporary. Cut off at end of Fiscal Year;
Reports, Schedule of Expenditures, Property Issues retain in current file area two years and
and Allotment Ledger Sheets, used for control and destroy.
ad justment of allotments and cost authorization
control records. FY 1960 - 1961.
31. Budget Background Material
Division estimates, rough data and related 1.0 | Temporary. Cut off at end of Fiscal Year;
papers accumulated in preparation of annual retain one year and destroy.
budget estimates. FY 1958 - 1961.
32. QOvertime Records
a. Form No. 292, Requests for Authorization 0.5 | Temporary. Cut off at end of Fiscal Year;
of Overtime and Holiday Work submitted by retain two years and destroy.
components of the Office of Logistics and summary
of requests by pay period. Filed by allotment
account. FY 1958 - 1961.
b. IBM Listing by employees name and allot- 1.0 | Temporary. Destroy at end of Fiscal Year.
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25X1A
25X1A

ITEM NO.
Used as posting record.
33.
%3,
aceount FY 195
*b.
factor to a.
3h.
FY 1958 - 1961.
35. Budget Submissions

¢. IBM Tabulation by allotment account of
regular pay, overtime and other compensation.
RY 1958 - 1961.

Detailed Allotment Account Records

Forms, vouchers, travel orders,
memoranda, miscellaneous obligation records,
purchase orders, requisitions or other documents
used as obligating instruments and posted to
unvouchered allotment accounts of the Office of
Logistics, and Allotment 6893-10
Filed by

oLvmen

- 1961.

Posting Ledgers, control and balancing
above. FY 1958 - 1961.

Property Authorization Records

*Copies of requisitions or other documents
used as supporting documents and posted as
control media to property authorization records.

Working copy of final budget submission for
Office of Logistics. Filed by Fiscal Year.
FY 1953 - 1961.

¥ Effective 1 July 1959, procedures were changed
which relieved Office of Logistics from
responsibility for maintaining the single Agency
Allotment Account for Transportation of Things.

They are now kept by the various Agency
Components.

27 A000200090084SB0S | TION INSTRUCT I ONS

(e

o
* P
[

5.5

0.2

1.5

1.0

Temporary. Cut off at end of Fisce.
Year; retain two years and destroy.

Temporary. Cut off at end of Fiscal Year;
retain in current file area two years and
retire to Records Center. Destroy two
years after retirement. (GRS 7 - Ttem L.a.)

Temporary Cut off at end of Fiscal Year.
Retain in current file area two years;
retire to Records Center and destroy two
vears after retirement. (GRS 7 - Item 4.a.)

Temporary. Cut off at the end of the Fiscal
year; retain two years and destroy.
(GRS T - Item 4.v.)

Temporary. May be destroyed when no longer
needed for working reference.
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37.

38.

DP781004

87A000200090004SB0S | TION INSTRUCT IONS

AipproViEd ForRelease 2oo1/o§_/2"9 - CIA-

Chrono File

Copies of memoranda, reports and studies
prepared by the Branch. Filed chronologically.
FY 1958 - 1961.

Travel Log

Unnunbered forms assigning numbers to travel
orders and cross referencing to allotment account
and cross reference record by allotment account.
FY 1958 - 1961.

Reference Material

Copies of reports, studies, memoranda, Agency
and Office regulatory issuances, circulars,
pamphlets, publications and working material
used for reference and research. Filed by
subject selected by Branch. FY 1955 - 1961.

e

- SECRET

A
L3S il

i

0.1

0.1

2.5

rw

Cut off at the end of the
Retain one year and destiroy.

Temporary.
Fiscal Year.

Temporary. Cut off at end of Fiscal Year.
Retain one year in current file area and
destroy.

Temporary. Destroy as superseded or no
longer needed. Library material to be
returned to the Library.
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SCHEDULE NO.

REAPRrOVesNTROReIeass 230 1/08/29 : CIA-RDP78-00487A000200090001
OFFICE, DIVISION, BRANCH 51

Jffice of Logishies, Aduinistrotive Stald o

I TEM FILES IDENTIFICATIO VOLUME

NO. (TITLE, DESCRIPTION, ARRANGEMENT, L — DATES) (cm;uéJ FT.) DISPOSITION INSTRUCTIONS
Bepulations Files

Lo % Drafts, wemorands commentg and other malteriall 2.0 | Permanent. No destruction authorized by this
pertinent to regulations of direet interest to the schedule. Moy be retlired to Records Center
Office of logistics. PFiled by regulation number. when regulation rescinded, or when no longer
1655 - 1956, {These files are filed scparstely foy required for frequent reference.
convenience, btut are considered s part of the cor-
res;ondence Tiles of the Director of Logistics.)

2. @7 Drafis, commerts snd meuorands regardifg 2.0 | Temporary. Destroy twe years sfter
proposed regulablons of other Agency components. pablieation of pertinent reguletion.

1953 - 1956
Space and Parking Files

3. #. Memorands, reports, studies, charts, diagraus 0.2 | Temporary. Destroy one year after real-
and other records concerning the assigmment and location (BRS 11 - Item 2.b.(2).
allocation of space and parking spaces.

h, ¥t Correspordence regarding requests for majow 0.1 | Temporsry. Destroy three months after work
ronovations within the 0fTice. performed. (GRS 11 - Ttem 5)
Corregpondence Files

e Extra copics of studies, surveys, memoranda, 1,0 | Temporsry. Destroy when no l

raports and related maberial reflscting proposed for working veforceroa.
or eceopplished changes in the organizational
tructure of the 0ifice. Used in preparing later
studies ond for historieal rescarch.
F "y ”"" e,
C2URET
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relpproved For Release 2001/08/29 : CIA-RDP78-00 8740060280090001-5
CONCURRENCE
OFFICE, DIVISION, BRANCH N S1IGNATURE
Office of Logietics, Office of the Director, Administrative TiTLE DATE
Stal?, Fecovds and Serviees Lraach. Director of Logistics
I TEM FILES IDENTIFICATION VOLUME DISPOSITION INSTRUCTIONS
NO. (TITLE, DESCRIPTION, ARRANGEMENT, AND INCLUSIVE DATES) (CUBIC FT.)
e Oifice Subject Corresvondence Piles
These are files which doeument the activities 14,9 | Permanent., Dispossl not suthorized by this
performed by the Office of Logistics in suppoit schedule¥®. Cut-off at the =nd of each
of Agency activities in accordance with the missior calendar year; vetain in curvent file avea
STATINTL asgigned in Regulation They consist of two years and transfer to CIA Records Center.
correspondence, surveys, ares; studies, and
reports perteining to logistlcal plamning; SEACEPTIH: Files concerning adminis-
requirements; procurement, distribution, and trative and housekeeping functions,
accountability of Agency egquipment and supplies; such ast persomnel, training, travel,
transportation of perscnnel, equipment and supplicsi space and services, dbudget and fTiscal
meeting real estate and construction needs; and matters, security and other similar
other support services, including Agency mail and subjeets, may where peossible be
courier sarvice, telephone service, and printing segregated by groups upon retirement
and reproduction used in policy and operating and may be destroyed after 3 years.
determinations, and also in the general adminis-
tration of the Office of Loglstics. Piled
according to Agency Subject File Manual. 1953 -
1956.
8. |Top Secret Document Files
These are Top Secret docunments conesrning logise- .0 | Periodically review to downgrade or destyoy
tical support activities for the Agency as reflectad extra copies. Psertinent disposal Iiem to be
in Item No. 1. They consist ol documents of Top applied to retained documents on an individual
Secret nature of subjects as desecribed in Item No. basis, or if material ig integrated with
1. TS documents are filed centrally in the Office fileg of a lower classificastion for purposes
except as needed within the Divisions for working of conbinuity, clearance will be cbtained
nzeds. PFiled charonologically and thorsunder by frem the Area TBCO and the Arss Rogords
Top Sseret Nurber. 1046 ~ 1056, Of ficer bafore retirament.

(41)
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25X1A

25X1A

ITEM NO“ 1 ARproatedrforTRale DI1SPOSITION INSTRUCTIONS
7A000200090001-5
Sie # Copies of logs recording all top secret Jed mﬂ No destruction authorized by tiuls
docunents in and out of the 0fiice of Logistics. sohcdule. (GRS 12 Iten €oa.)
The log is prepaved on Form No. 38-1b by the Aved
Top Secret Control Officer aad suonitted to the
CIA Top Sscreb Control Officer. Filed chioud-
logically. IOhT = 1956. %

10, ¥/ Forn Fo. 238 (02a 35-1) Document Control Oult a.mi&. Yo destruction suthorized by this
Picket indicsbing movement of ail TS docunents scheduls. Records of dccuments which have
peceived in OT originated by the office of Logis- veen downgraded or degtroyed way be sagregsbad
tics. Contains signatures withir the Office. and retired to the Recovds Center as 1o
Filed mmerically by TS numbere 1946 - 1956, longer needed. (GRS 12 - Tten €oa.)

1. gl Logs or corntrol Tickets recording Oel No disposal aukhovized @t this time. Cut
documents in and out of Office of Loglstics as off at the end of each yeor; rebain oGe yeor
required by sxipbing procedurcs. (Existing and rebire to Records Center.
agreement requires tnat [ iccunerts by
transmitted in the same mannsr &8 Top Secrat).

Filed chronclogically. 1951 - 1956.
12. Corrospondence Coutrol Slips
Form No. 230 {o1a 35-1) Document Control Ticket 8.0 Temporaly e ﬁm off st the end of calendar
uged as a log to record the receipt, roublag, yesxr; retain in current file aree two y2ars
control and dispabten of inceming snd outgoling and vebire to Becords Center. Destroy tus
correspondercc, dispatches and cacles of tiw years there:Tiars (GRS 12 ~ Iten Baitan )
o0ffice of Logisties. Crocs referenced to filing
point of documcnts .
s. Record copy (No 1 copy) remains with
| document until campiebed, dispabehed ov filed,
then roturnsd o Reglstry. Filed by SOUICS.
1954 - 1956,

ide . Suspense coyy (0. 2 copy) Tilad by soures Destroy upos weceiyt of Ho. 1 cople
antil replacsd by L. i eomplabad eowy. Curreibe

FORM NO. (41)

1 JAN 56

USE PREVIO us A
1392 ., rions. pproved E?EM?"‘&GN%@UWHEDlﬂZB\-RBBis-;wmAuoezgébgoom 5



25X1A

25X1A

ITEM NO.|

16.

7.

18.

#¢ Crose refercnce copy (no. 3 eopy) filed
mumerically. 1954 - 1956.

Courier Mail Receipts

These are carbon copies of Form No. 240 (0ld 35-
16) "Courier's Classificd Mail Receipts" signed
by couriers for the pick up of material for
delivery to addressees. Filed chronologically.
1655 - 1956,

Cables
Office record cuples of &ll incoming and out-

going cables relating to logistical matiers.
Filed numerically by months. 1955 - 1956.

Cable Log

Incoming and outgoing Cable Log. Form 51-31.

Reecord of all cables recelved in the Office of
Logistics.

Filed chronclogically., 1953 - 1956.

Filed by code number and cross veferenced alphas
betically.

b. Folder contzﬁ code mmber key by true

APl F5 - REidNse 2001/08/29 : CIA-RDEFEYH04

oy

1.
Pt

G.l

k.o

0.1

0.1

mﬂoﬂﬂoﬂﬂgsos ITION INSTRUCTIONS

Temporary. Cut off st the end of calendar
year; retain in eurrent file ares two yesrs
and retire to Records Center; destroy two
yeavs thereafber. (GRS 12 - Ttem 6.a.)

Temporary. Destroy sfber one year. Cut off
at end of calendar year; retain one year wnd
destroy. (GRS 12 Item 6.f.)

Temporary. Retain in file area one year
pasgt the current year; retire to Becords
Center and retain two years.

Temporary. Cut off at end of each year;

retain 3 years apd destroy. (GRS 12 -
Item 6.a.)
Temporary. Segregate cards upon cancel-

lation o1 names; retain five years and
destroy.
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ITEM NO.

_RDPF8-00487A000200090RbF.8 ! T1ON INSTRUCT IONS

19.

20.

2.

T APDTOvAe Faejease 2001/08/29 : Cl
. L.

Reports Records

a. Files containing reporis survey forms,
directives, memoranda, or other pertinent materiall
aceumenting the Justification for and current
gtatus of existing reports prapared or received
by the Office of Logisbics. Filed by report
title. 1956.

b, Form No. 855, 5 % 8 Carxd record of a. above.
Filed by Report Symbol number.

Forme Files

Files containing copies of Requests for Approvall
of Porms, samples, memoranda and other material
relating to forms of interest to OL. Filed by
Form No. 1954 - 1956.

Reference Material

Agency and Office regulatory issuances, pube-
lications, parmphlets and procedures used for
reference and ressarch.

0.1 Temporary. Maintain files on a current
basis. Destroy two years after report

is aiscontirmed. (GRS 16 - Item &.)

0.5 Temporary. Destroy when related form is

discontinued or superseded.

6.0

Temporary. Destrcy when superseded ov 1o
longer needad.

(GRS 16 - Item $)
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RECORDS CONTROL SCHEDULE ~DG-

el a ¥ o)
ot ”{ET CONCURRENCE
OFFICE. DIVISION, BRANCH SR SIGNATURE
0ffice of Logistics, Administrabive Staff, Pudget and Fiscal TITLE DATE
Branch
ITEM FILES IDENTIFICATION VOLUME DISPOSITION INSTRUCTIONS
NO. (TITLE, DESCRIPTION, ARRANGEMENT, AND INCLUSIVE DATES) (CUBIC FT.)

22, |Allotment Account Files

a. Forms 234, 716, 2088A and 1058, monthly status| 1.0 Temporaxry. Cut off at the end of each Fiscal
of funds and advice of allotments for Office of year; retsin two years and destroy. (GRS T -
Logistics accounts. Filed by allotment account Item b4.)

mmber. FY 1954 - 1957

b. HMemoranda, reports, ete, pertaining to a.
above.

23. [Budget Background Material

Divigion estimates, rough data and related 1.0 Temporary. Cut off at end of Fiscal year;
papers accumilated in preparstion of anmual budget retain one year and destroy.
estimates.

24, |IBM Tsbulations

Status of Allotment and Property Authorization 3.0 Temporary. But off at end of fiscal year;

1Repor’c , Bchedule of Expenditures, Property Issues retain in current file area one year; retire
and Allotment Ledger Reports used in adjustment to Records Center and destroy one year
of allotments and property authorization control thereafter.

records.

Os}el?tfme Records

2 Fomm Koo 202, Recuests for Authorization of 0.5 femporary. Cut off at end of fisesl yeav;
Dvertime and Holidey Work submitted by components retain one year and destroy.

bf the O0ffice of Logistics and compllation ol
requests by pay period. Filed by allotment account.

I
A%
P
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25X1A

Filed by subject. FY 1954 - 1957.

ITEM NO. r Approved FonRelease 2001/08/29 : CIA-RIAPMB0 h487.A000200090Bb QS ITION INSTRUCTIONS

26. ®». IEM Listing by employees name and allotment 0.2 Temporary. Destroy at end of fiscal year.
account of additional compensabion and leave used.

27« e. IBM Tabulstion by allotment account of 0.1 Pemporary. ©ut off at end of Tiscal year.
adlitional compensation apd leave used. Used as Retain five years and destroy.
trepd analysis and comparison. :
Detailed Allotment Account Records

28. #. Forms, vouchers, travel ovders, memoranda, 3.0 Temporary. Cubt’. off at end of fiscal year;
miscellanecus cbligation records, purchase orders, retain in curvent Tile area two years and
requigitions or other documents used as obligating retire to Recorde Center. Destroy sight -
documents and posted to unvouchered allobtment years ‘eemeafter, {?(Gﬂs 7 - Item 3.)
account ~ Office of Logistice and Allotmentg e
6893-10 FY
1956 - 1957. Filed by Ot 8CCounts

20 %, Copies of requlsitions or other documents 0.5 Temporary. Cut off at the end of the fiscal
used as supporting documents and posted as control year; retain two years and destroy. (GRS T -
media to the meteriel withdrawal authorization Ttenm 4.b.)
records.

30. & Posting Ledgers, control and balaneing 0.2 Temporary. Cut off at end of figcal year.
factor Lo a., above. FI 1956 - 1957. Retaln in current file area three years;

retire %o Records Center and destroy T
years Swmmalfter, 7 - 7
31. | Budget Submisgions
Working copy of final budget submission for the 0.2 Temporary. May be destroyed when no longer

Office of Logisties. By fiscal year. needed for working reference.

32, | Correspondence Files

Copies of memoranda, reports, studies and other 240 Temporary. Cut off at the end of the fiscal

material relating to the operation of the Branchs year. BRebain twe yeals and desbroy.

(GRS 5 - Ttem 3.)

FORM NO.
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Approved For Release 2001/08/29 : CIA-RDP78-00487A000200090001-5

{TEM NO. FILES IDENTIFICATION VOLUME DISPOSITION INSTRUCTIONS
S q‘;
33. |Logs u&.bRE l
&« Unnumbered forms assigning mambers to 0.1 Temporary. Cut off at end of fiscal year.
travel orders and cross referencing to allotment Retain 3 years in current file area;
account., Fiscal year 1954 - 1957. retire to Records Center and destroy seven
. years thereafter.
k. . Record of travel orders by allotment accountd 0.1 Temporary. Cut off at end of fiscal year.
Fiscal year 1955 - 1957. Retain cne year and destroy.
35. ¢ Unnumbered form assigning obligation 0.1 Temporary. Cut off at end of fiscal year.
reference mumber to unvouchered cbligations. Retain three years in current file area;
{See 33 a.) retire to Records Center and destroy seven
years thereafter.
36. | Reference Material
Copies of Agency and Office regulatory 3.0 Temporary. Destroy as superssded or no
issuances, circulars, pamphlets, publicstions and longer needed. Library msterial to be
working material used for reference and research. retwrned o the Library.
FORM NO,
t JAN 56 (a1)
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RECORDS CONTROL SCHEDULE
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CONCURRENCE

OFFICE,

DIVISION, BRANCH

Office of Logisties, Administrabive Staffl, Personnel and
Training Branch

S1GNATURE

TITLE DATE

name of individusl and cross referenced o a.
above,

IJ(;: M (TITLE, DESCRIPT';(I)Jb,ESAR;%%RQT‘;.AEIIV%NINCLUSIVE DATES) (c%glngIET. ) DISPOSITION INSTRUCTIONS
37. | OL Career Management and Personnel Files
Files containing copies of memoranda, evaluationsg 10.0 Temporary. Transfer file to gaining office
eareer board actions, training requests and other upon transfer of individual. Forward
documents pertaining to Logistics service deslgnees appropriate career mambterisl to the Office
Used in carcer management and personnel’ adminis- of Personnel upon resignation and destroy
tration snd for ready reference. Flle by indivi- the balance.
dual’s name,
Service Record Card File
File consisting of Standard Forms OF4-B, TD 2.0
"Employees Service and Record Cards” and Flexoline
Strips on all OL personnel and career designees at
headquarters and in the field, showing employea's
name, grede, salary, position, career destgnation,
transfers, promotions, ete. Personnel actions are
posted to these cards:
38. a. Filed organizationally and by position Temporary. Place in inactive file upon
muiber thereunder. separation from the Agency and destroy six
months thereafter. Upon intra-agency
transfer, forward to the gaining QOffiee.
39. b. logletics career designees assigned cutsids Tepporary. Same as a. above.
of the OFffice of Logisties. Filed by name of
individual.
Lo. ¢. Flexoline strips for OL employees. Filed by Destroy upon transfer or separaticn from the

Azency. (GRS 1 - Ttem T)

FORM NO.
1 JAN 56

USE PREVIOUS
I39 EDITIONS.
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Supplement to Schedule 34-56-A & sy 1657
hi.a Files containing job questionnaires s Work papers) 0.8 Temporary. Destroy three Years after

etc. used in connection with & Classifiestion retirement
Survey of the Office of Logistics. Filed

organizationally. 1954 (One time files)

FORM NOC. ‘393 USE PREVIOUS

1 IAN 56 ApprovRECHRD RedoaTRAOBERBHA £ CIARPR (00487 A029200090001-5
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ITEM NO.|

k14
by subject. 195% - 1956,

b2, Logistics Caveer Board:Becords.

k3. Correspondence Files
.
1956.
h‘l}. ’“
Filed chronologically.

45, Career Correspondence Files
elements of the Agency.
component. 1954 - 1656.

i6.| Positlon Deseriptions

T/0 Changes and Bequests for Reclassification

Table of Organization Changes, studies, requesits
for reclagsification and related material

reflecting the organization of the Office. PFiles

a. Minutes reflecting agenda, actions and
recormendations of Cereer Board Meetings.

b. Correspondence, notifications, proposals or
transactions with the CIA Cereer Council,

Copies of letters, memoranda, reports, worki
papers, ete. accumulsted in administration of OL
personnel matters and of the Branch functions.
Filed by Agency subject filing system. 1954 -

Copies of materiel prepared In the Branch.

Menoranda, reports, T/0's and other material
relating to establishment of Logistics positions
and assingment of Logistice personnel in other
Filed by organizations

Copies of spproved position descriptions.
Filed by orpenizetbional camporent in books.

0.8

Yigl l‘oC

G.l

NSPOSITION INSTRUCT iONS

Permanent. Material to be incorporated with
and vetired in conjunction with subject
Tiles of the Director of Logisties.

Permanent. Maberisl to be incorporated with
and retired in conjunction with subject
files of the Director of Logistics.

T "

Pemporary. €Cubt off files at end of the
current year; retain three years and
destroy. (GRS 1 - Ttem 4.)

Temporary. Cut off at the end of the curvent
year; vetain two years and destroy.

Temporary. ©Cut off files at the end of the
current year; retain three years and destroy.
{GR3 1 - Ttem L.)

Temporary. Destroy when position is
sbolished or descriphion is superseded.
(GBS 1 ~ Iten 8.)

FORM NO. |39a USE PREVYiOUS

1 JAN 36

EDITIONS.
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publications, pamphlete and other working
material.

ITEM NO.|
k7. | Tredning Files
#{ Correspondence to OL Divisions and Office 0.2 Temporary. Cut off st the end ol the
of Training signed by the Training Officer. current year; rebtain one year and destroy.
Filed according to Agency filing system.
48, . Materisl concerning development of the 1.5 Temporary. Cut off at the end cf the
Logistical Support Course and Tegt Evaluations. current year; retain three years and destroy.
kg, ¢ Monthly, quarterly and ennual training 0.5 Pemporary. Cut off at the end of the
reports and statistlcs. current year; retain three years and destroy.
50. Reference Material
Agency and Office regulatory igsuances, 3.0 Temporary. Destroy when supergeded or no

lenger needed. Library meterial to e
veturned to Library.

FORM NO. ‘393 USE PREVIOUS

1 JAN 86

EDITIONS.
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RECORDS CONTROL SCHEDULE

RN z l

&8’75&060%00%39981 5

CONCURRENCE

OFFICE.,

Office of Logl

DIVISION, BRANCH

sties , AMdministrative Staff, Support Branch

£

SIGNATURE

TITLE DATE

: FILES IDENTIFICATION

g
(TITLE, DESCRIéITION, ARRANGEMENT, AND INCLUSIV{DATES)

‘7?/'[#/}114:—”%"/.; i ”?,‘%’MAM é

VOLUME
(CUBIC FT.)

DISPOSITION INSTRUCTIONS

53

sk,

graphic 9@.&9@1’.;&0115 and

aspects of logigtical
Used in tr;mmg,
Current.

organizablos e
briefings,

Commercial Inguivies

These are coples of memoranda and letters and

revlies thereto on inguiries to commercial companie
requesting technical information

concerning prices, svailability, substitutions,
samples, and loans for testing purposes. For use
in ascertaining availsbility and estimating
requirements. Fil sblphsbetically by eompary
pame. 1953 - 1956

Reference and Research Material

on Technical namials, cetalogues, pamphlets,
brochures, charts, price lists, directives,

negatives, schematic drawings, public laws and
intelligence publications. Used by the Oflice
of Logistics in carrying out various agtivities

ard in plamming logigtical support for the Agency.

cards on sbove material. Uged 10|
record materisl, indicate destruction of copies,
and to chargs out material on loan. Filed alpha-
bebically by title or name of publication.

¥. 3 x5 Index

TG

O.ht

470.0

(.

Temporary . ~Destroy when superseded or no
longer needed. ~

Cut off at end of calendar
or no longey

Temporary s
year. Destroy as superseded
needed for reference.

Temporary. Destroy only as superseded or
no icnger needed for reference.

.

8 sa%. MNo disposal suthorized by this
schedule.

FORM NO.
1 JAN 56

USE PREVIOUS
l39 EDITIONS.
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ITEM NO. FILES IDENTIFICATION VOLUME DIiSPOSITION INSTRUCT1ONS
50 & Uniterm cardse 3 x 5 and 5 x 8 cards for 1.0 cendespd,  No disposal enthovized oy
each type of material with all material posted this scheduls,
Lo card by accession or document muber.
FORM NO.

1 JAN 58
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EDITIONS.
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CONCURRENCE

STATINTL

OFFICE, DIVISION, BRANCH

Office of Logistics, Administrative Staff, Support Branch

A

S1GNATURE

TITLE DATE

#mﬂ/i@gﬂ/ ;/{MMZJA/\ Zé .6/ b,

IJOE M (TITLE, DESCR!PT;OIAL!.E SAR;DAJE";EQTC.A%NfNCLUSIVE DATES) (c\clrglfchM;T. ) DISPOSITION INSTRUCTIONS
56, | Statistical Reports
#. Statistical reports in the form of a Control | 0.6 Permenent. Retain in current file area five
Book brought up to date monthly and guarterly, years and retire to Records Center.
consigting of data concerning activity and
operstions. Used for submission to Director of
Logisties
57, ¥. Monthly and quarterly reports submitted by 1.h TPemporary. Retain in currvent file area one
Staffs and Divisions for compilation into Control year and retire to Records Center. Destroy
Book described in a. above. four years thereafter,
55 | o xtst icay Deta Report Records
Coples of reports and background material for 0.2 Temporary. Cut off at the end of the

reports which are compiled in the Office of
Logistice for submission to the DD/P area and OL
can;gonents quarterly and semi-annuaily. 1952 -
1956,

calendar year; rebain in current file area
two years and retire to Records Centev.
Degtroy three years thereafter,

FORM NO.
1 JAN 5S¢

Isg USE PREVIOUS
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CONCURRENCE
OFFICE. DIVISION, BRANCH SIGNATURE
office of Loglstics, Security Staff TITLE DATE
ITEM FILES IDENTIFICATION VOLUME D1SPOSITION INSTRUCTIONS

NO. (TITLE, DESCRIPTION, ARRANGEMENT, AND INCLUSIVE DATES) (CUBIC FT.)

59. | Segurity Classified Contract Clearance Files

Case files consisting of copies of memoranda, 33.0 | Temporary. Files may be destroyed two
requests for securlty clearaunces and approvals on years after ecupany is no longer in
individusls connected with plapts; copies of - business.
signed Secrecy Agreement, Contractor's Security
Agreements and Plent Inspection Reports. Used as
record of security pheses of contracts and for
answering inguiries from authorized persons as to
clearances. Filed alphabetically by company name.
1954 - 1956.

60. 3 x 5 Index Cards showing individuals nameg, 2.0 | Temporary. Destroy cards upon notification
company, dates of clearances. Used as cross refe of death of individual.

0 a. above. Filed alphabetically by individual's
peme. 1951 - 1956

61. Record of Contracts let. Contains notifieca- 1.3 | Temporary. Destroy upon completion of
tion to Security Office when classified contracts contracts.

are awarded. Used as convenience cross reference
and for checking mumber of classified contracts in
effect. Filed in binder by company name. 1953 - 1

i

1956.
62. | Liaison Contact Clearance Files
Approved originsl copies of reguests for 1.0 | Temporary. Clearances expire one year after
econtinuing liaison contact clearances, containing approval, at which time they are to be
psme of individual, by whom to be comtacted, placed in an inactive file. Cut off at the
pampose and dates of request and approval. Usged a% end of calendar year. Destroy one year
authority to contact employees of other Government thereafter.

asgencies regarding logistical support activities.
Filed by nsme of organization. May 1953 to date.

Fomw no. | gg vse rxevious  Approved For Release 2001/08/29 : CIA-RDP?78-00487A000200090001-5 tan
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A3, ». 3 x 5 cards containing the same information 1.0 Temporary. Transfer to inactive filz upon
as a., above. Filed by individuals name. 1952 - expiration of clearance. Destroy one year
1956, thereafter if not reactivated.
6, | Security Violabions
Copies of memoranda and records of investigatio+ 0.1 Temporary. Destroy two vears after last
of individusl's security viclations. Used in violation.
recommendations and application of penalties.
Tiled alphsbetically by individual's name. 1952 ~
1956.
65. | Reference Working Files
Copies of memoranda, charte, booklets, drafts, 16.0 Temporary. Destroy when obsolete, superseded
regulations, reports, studies, circulaxs, or no longer needed.
pamphlets, procedures and directives. Used as
ready reference in furnishing Security support to
Agency logistical activities. Filed by sub ject
selected by the Staff. 1952 - 1956.
66. | Plant Survey Reports
#. copy of security swrvey of facilities of Q.1 Tempozary Cut off at end of each calendar
contractors holding classified contracts. Used year. Retain one year and destroy.
as record of ingpections conducted and cross
reference. Filed chronologically.
67. ¥, 5 x 8 Cards showing pertinent informstion 0.2 Temporary. Destroy when superseded or no
gbout status of plant inspections. Used as longdr needed.
tickler file.and for ready working reference.
Filed by company name.
68, | Contract Record Card
Copy of Form 667, vecord of all contracts let. 0.2 Temporary. Destroy vhen conbract is
Uged to advise the Office of Sccurity of clas- completed.
aified contracts avarded and the degree of
gterility.

FORM NO.
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CONCURRENCE

OFF ICE,

DIVISION, BR

Office of Logistics,

ANCH

ofrice of the Dirsctor, Headguarters

Board of Buivey

S 1GNATURE

TITLE DATE

ITEM
NO.

(TITLE,

VOLUME
ccuBIC FT.)

FILES IDENTIFICATION
DESCRIPTION, ARRANGEMENT, AND INCLUSIVE DATES)

DISPOSITION INSTRUCTIONS

T,

T2,

T3

Suxrvey Records

Copies

dispatches, survey
pertaining to reports of survey submitted for
Agency owned property.

Fiscal year 1952 - 1957

Clainms Records

Files containing memoranda,

findings,

regayding claims submitted by employees or

dependents for loss of or damage to privately
owned property.
Fiscal ysar 1952 - 1957,

Register

e ———

Register of Case Nurbers assigned and log of
claima received,

nateriel

Chronological File

of memovands, studies, findings, reports, 2.5

aetions and other material

Filed by HBS Case Number.

dispatehes, studies, 1.0

recomendations and other material

Filed by name of claimant.

0.1

crosg referenced to individual oy
involved.

Copies

Recording Seeretary or the Readguaxrters

Survey.

Minutes of Survey Boaxd Meelings

of all correspondence originated by the
Board of

Fiscal year 1955 - 1957.

Agerda

Survey Meeblings

on ceses

0'2

o1
-
s

and Minvtes of Headguarters Board of
and actions or recommem‘ia,tionQ L—P )
Filed chroncloglcally. °7 il

prasentad.

Degtroy two years after action

Temporary.
(GRS 3 - Item 10.¢.)

completed.

Temporary. Destroy two years afler final
action on claim.

Temporary. Destroy two yeare after action
campleted. (GRS 3 - Item 10.¢4 )

Cut off at the end of each fiscal
and Qestroy.

Terporary.
year. Retain two years

Cut oPf at the end of the fisecal

Temporary .
two years and destyoy.

yeny; ratain

FORM NO.
1 JAN 56

I39 USE PR
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CONCURRENCE

OFF ICE.

DIVISION, BRANCH

Office of Loglstics, Planning Staff

SIGNATURE

TITLE DATE

ITEM
NO.

FILES IDENTIFICATION VOLUME
(TITLE, DESCRIPTION, ARRANGEMENT, AND INCLUSIVE DATES) (CUBIC FT.)

DISPOSITION INSTRUCTIONS

Th.

?6.

Subject Files

Ticse are central flles documenting the activiti%s 6.1
of the Staff in performance of their functions of
compiling Agency requirements; providing logisticall
annexes to operational elements; providing logis-
tical planning for the Agency; conducting con-
timuing coordination with operational elements of
the Agency to furnish advise and assistance on
logistical matters; and maintaining liaison with
Department of Defense and other Government sgenciesh
They consist of originals and copies of memos and
letters, reports, surveys, studies, charts and
forms. Prior to 1953 each action of the Staff was
assigned a numerical project number for filing
and cross refervencing pmrposes. 1953 and subse-
guent filed according to Agency File Manual.

Numerlcal Project Files

z. These are case files consisting of memos and L0
letters concerning action required of the Staff
in conneebion with pricing, availebility, logisticel
support, etec. Each action wag assigned a project
number for filing and cross referencing purposes.
1950 =~ 1952.

¥. These are 5 x § crose reference cards to 0.5
numerical projects numbers. Cross referenced by
orgenizational elemsnt, subject, project nsme or
deseription of item. Filed alrhebetically. 1951 -
ig952.

Pemporary. Cut off at the end of each
calendar year; retain in current file
area one year; transfer to Records Center
and destroy five years thersafter. >

=

Temporary. Destroy after five years.
System discontinued at end of 1952.

Tewporsry. Rebain in cwrvent file ares
five years and destroy

FORM NO,
1 JAN 56
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TT . This is an unnumbered form showlng the 0.1 Temporary. Destroy after five years.
project nmuwiber, name, origirating cfifice date of Systen discontirnued at end c¢f 1952,
action, action charged to and date closed. It is
used s a ledger log for assigmuent of mumbers and
record of project nmurbers, Filed by project or
eage number. 1951 - 1852.

78. | Gorrespondence Comtrol Slips

#. Form 35-1 (New 238) Document Control Ticket 0.1 | Temporary. Cut off at end of each caleniar
used to record the receipt, routing, control and year; retain in current file arvea 1 year
dispatech of incoming and ouigoing documents of the and destroy.

Staff. Filed by orlgmating office snd numerically
thereunder.

TS ¥. Form 35-1 (Few 238), Document Control Ticket C.1 ?eeas&' No destruction snthorized by

Copies indicating locatlon and movement of Top this schedule.
Secret documents within the Staff or Office of
Logisties.

80, | Personnel Records

<, This file consists of SF-OF4-B and Form 7 G2 Temporary. Destroy upon separcticon frow
"Employee Service Record Cards" on Staff employees the Ageney, Upon intra-office tranefer,
showing position number, name, address, grade, Pogward to gaining oflice.
salavy, actions, training, evaluations, ete. Usad .
as position inventory and in adminigtrative
supervision of persounel. Fllt_d by positicn
number,

81, ¥, Folders containing copies of perscunel O.b Temporary. Destroy upon separazbion from
actions , wemcs concerning leave, promo*?;ions or the Agezeoy. Upon inbra-office teronsfar,
travel, and personnel information cards cic. forward to gziring offics.

Used in administretion of personnel and os Ccross
reference to position inventory described sbove.
Filed alphsbebically Ly surnams.
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82, | Convenience Correspondence Files
Chronological files of copies of outgoing 0.3 Temporary. Cut off at end of ecach calendar
correspondence originsted in the Staff. Used as year; retein in current file svea one year
ready reference file. Filed chronologically. acd destroy.
83‘
1.5 . | Temporery. HMaintain on a current basis.
Superseded material to be retained three
years after the current spplicsble fiscal
| year and destroyed.
current fiscol vear. Annotated and maintained cn
current basis by planning phase.
84, |Project Outlines - Logistics Aunnesm
Copies of Logistics Amnex to Project Qutlines 1.0 Tempovary. These records are in the custody
which are sulmitted to 0L for commsnt prior to of the Area Planning Officer. To be
submission for owerall approval. destroyed two years after the project is
closed, unless otherwise instructed.
85. |Reference Material
Coples of Bupply Catalogues, Pricing Guides, Sek Temporary. Destroy when superseded or ne
Commercial Brochures and Circulars, Regulations longer required for reference. Libravy
and other material used in logisticsl planning end maberial to be returned te the Libraxy.
coordination of logistical matters with operational
elements of the Agency.
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ITEM NO. FILES IDENTIFICATION VOLUME DISPOSITION INSTRUCT IONS
2. stucics end final logistical 11.3 | Permanent. Disposal not suthorized by
submission of plans. this schedule. Retire to Records Center
alter studies ave rewrilten or inactive.
be Refersnce Materisl used in prepavation of 15.0 Temporary. Destroy when superseded or
studies. no longer needed.
87. | Requivements Files
Copies of memos, charts; photostabs, procedures, | 4,7 Permansnt. Disposal not authorized by
studies and other papers used in preparing Agency this schedule., To be retired when no
requirements for operational material and adminis- longer needed,
trative supplies in the field whieh were
transferred to OL from OPC/ARL Staff/Logistics
Division, following an organizational eonsolidation. .
Included is material on bases of supply and
specilal support facilities and Table of Organiga-
tion and Filed by subzchb.
1951 - 1952,
FORM NO. '393 USE PREVIOUS
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